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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT OlVlSlON 
APPLlCATlON FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Depertment of Archives and History, Records Management Division, 330 Capitol Awnw. Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

Georgia Department of Human Resources 
Division of Physical Health - Office 

2. Persontobntict Working Time Telephone Number 
c Helen Cunningham Secretary I11 656-4655 
3. Adan Requested - 

ChackOne: 0 Chanw: 0 Supercede: 0 Void 

a. 
b. 
c Q  A m d  A-optication No. a 

Estabilm Retention Schedule; record will continua to accumulate. 
0 Oisposr of wesent accumulation; no funher accumulation anticipated. 

1. ban of Series 
Earliest Laten 

5. Reads Series Title (followed by tide used in o f f h ;  if different) 

Program 
began J u h  1. 1976 

3. Orision md Wia Funcrion 

Physical Health Education and Training Unit Subject F i l e s  
What is the fundon of the Division and the Office in which this record series is crested? 

The Division of Physica.1 Health is- responsible- fo r  the administration‘, d i rec t ion ,  and co&di- 
nation of the Physical Health programs throughout the State .  This i s  accomplished by the 
establishment of health standards for business, housing, f i e l d  operations, and hospi ta ls ;  
the improvement 6f the physical and denta l  heal th  of adul ts  and children; 
control  of diseases;  the supervision of construction and licensure of heal th  f a c i l i t i e s ;  
and the da i ly  State-wide program of reg is t ra t ion ,  s t a t i s t i c a l  coding c e r t i f i c a t i o n  and 
preservation of the b i r th s ,  marriages, divorces and annulments of marriage, and deaths tha t  
occur each year i n  t h e  State.  

The Office of Health Education and Training i s  responsible fo r  providing or ien ta t ion  and 
t ra in ing  i n  health education t o  the consumets and/or providers of Georgia; 5onducttng Dis- 
t r i c t  planning sessions with environmental kanitarians,  health program representatives,  c- 

1. Record Series Description 

Documenu relating to: 

the  diagnosis and 

This file contains the following documents /indude fom, numbers and rides, if any): 
Attadr sampler of the file. 

administering and publicizing (State-wide) physical  heal th  programs avai lable  t o  the 
residents  of Georgia. 

materials f o r  providing continuing in-service educational programs fo r  a l l  DHR Division 
and D i s t r i c t  o f f i ces  and County health departments; ass i s t inghea l th  personnel, State-  
wide, t o  keep abreast  of developments i n  preventative health programs, services available 
fo r  physical heal th  problems, school health services and education programs through the 
coordFnated efforts of S ta te  and pr ivate  organizations; and promoting a l l  heal th  services 
by radio, newspaper and te levis ion fo r  public and physician awareness. 

lnduded are: 

Fii is arranged; by d i s t r i c t  ;: thereunder by Sounty; tqereunder a lphabet ical ly  by subject.  , - 1  !: . -- i i . ,. - _ -  
- 1  s : 

% 
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B. Monthly Rderence Rate 
One to six months o 
twentv-five months and older --- ? 

How often are records referred to which are: 

; Seven to twelve months old -- ; thirteen to wen?$-four months old -- d o - l o o  



. . . ~ . - . . . . . . . . .  . .  ~ . . . .  ............... - ..~ .- ..... 

11. R.untlon Rquiramentr The following requires th. series to be .kept: 

a. StltiLm years. d. Audltpcriod - yean. 
b. Statute of limitation : Y W %  e. Administrative need 5 VOWS. 
c hdwrl*w years. f. Federal retention instructions years. 
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6. nurses, and health educators; providing continuing in-service educational pro- 

providing Lifestyle 
grams for all Division personnel which will facilitate the efficieney of perform- 
ance within and between sections, districts, and counties; 
exhibits for use in health departments, hospitals, shopping malls, conventions 
and exhibit halls to either assist in or produce exhibits for the Health Depart- 
ments; increasing physician awareness of and response to physical health con- 
cerns at the local level; providing conmtunity awareness programs for stroke, 
heart attack, kidney failure, and other diseases; 
District and County health departments to keep abreast of devklopments'in school 
health services and education programs as provided by coordinated efforts of 
State and private organizations; developing and distributing a Health Education 
Handbook to 159 county health departments, school districts, voluntary health 
organizations, and libraries; developing and distributing a Health Education 
calendar to county health departments, school districts, libraries, voluntary 
health organizations, radio, newspaper and television; 
requesting workers to assist eounty health departments and voluntary health 
agencies in strengthening and supplementing efforts to provide awareness of the 
risk factors of strokes and heart attacks for low-income and Black communities 
and other high risk target populations; and to promote volunteerism in public 
health. 

assisting staff within Division, 

and writing a VISTA grant 


